DOC TRAVEL HANDBOOK SPECI AL TRANSM TTAL (ST) 00-4

MEMORANDUM FOR All Hol ders of the DOC Travel Handbook

FROM Sonya G. Stewart
Director for Executive Budgeting
and Assi stance Managenent

SUBJECT: Changes to the Federal Travel Regul ation

This Special Transmttal (ST) is issued to provide expedited,

suppl ementary information for the DOC Travel Handbook.

1. PURPOSE
This ST is issued to transmt an advance copy of Amendnment 90
to the Federal Travel Regulation (FTR) and to inpl enment
Departnental policy related to the provisions contained in that
amendnment. Anendnment 90 anends the FTR to inplenent the
requi rements of Public Law 105-264, dated COctober 19, 1998,
regarding the required use of the travel charge card,
collection of amounts owed to a Governnent travel charge card
contractor, and rei nbursement of travel expenses.

2. SI GNI FI CANT CHANGES

The follow ng significant changes have been made in the FTR

(a) Requires mandatory use of the Government contractor-issued
travel charge card (currently Citibank Visa) by al
Depart nental enpl oyees who travel;

(b) Allows the Adm nistrator of General Services and heads of
agencies to grant exenptions to the mandatory use of the
car d;

(c) Requires finance/ paynent offices to rei mburse enpl oyees
within 30 cal endar days after a proper voucher is
subm tted to the approving official;
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(d) Requires finance/ paynment offices to pay a late fee to the
enpl oyee if they fail to reinburse the enployee within 30
cal endar days after receipt of a proper voucher; and

(e) Allows bureaus to collect undisputed delingquent travel
charge card paynments from an enpl oyee’ s sal ary, upon
receiving a witten request fromthe travel charge card
contractor, if the enployee has been rei nbursed by the
finance/ paynent office or if the enployee has not
submtted a proper travel voucher within the tinmefrane
requirenents (five days after conpletion of the trip), and
there are no extenuating circunmstances.

DEPARTMENTAL POLI CY

Attached to this ST is the Departnental policy to be followed
whi ch inplements the provisions of Arendnment 90.

Note that Departnental policy in paragraphs 301-70.704 and
301-70. 707 requires bureau heads or heads of operating units
to submt to the Ofice of Executive Budgeting and Assistance
Managenment any additional requests for exenptions fromthe
mandat ory use of the card, and the disciplinary action that
bureaus will take with those enpl oyees who use their travel
charge card for non-official purposes or are delinquent in
maki ng paynents to the travel charge card contractor. This

i nformation nust be received by no later than March 31, 2000.

EFFECTI VE DATE

Departnental policy contains interimprocedures that bureaus
must follow for official travel perfornmed after

February 29, 2000. The final procedures as they apply to the
rei mbursement of travel expenses nust be inplenmented for
official travel performed after April 30, 2000, or upon the

i ssuance of bureau inplenenting regulations and procedures,
whi chever occurs first.

ACTI ON TO BE TAKEN

Before filing, this ST should be circulated to all travelers
for their information. After circulation, copies of this ST
should be filed in the FTR at Parts 301-51 - Paying Travel
Expenses, Part 301-52 - Clai mng Rei mbursenment, Part

301-70 - Internal Policy and Procedure Requirenents, Part
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301-71 - Agency Travel Accountability Requirenents, and Part
301-76 - Collection of Undisputed Delinquent Anounts Owned to
the Contractor Issuing the Individually Billed Travel Charge

Car d.

6. | NQUI RI ES
Al inquiries regarding this transmttal should first be
directed to the travel contact in your bureau. That official
wi Il contact the Ofice of Executive Budgeting and Assi stance

Managenent if Departnental -l evel assistance is necessary to
resolve an inquiry.

7. CODI FI CATI ON/ EXPI RATI ON

The advance copy of Amendnent 90 can be destroyed upon the
receipt and filing of the final version of Anmendnent 90.
The Departnmental policy contained in this ST will remain in
ef fect and should be followed until it is codified in the
revision to the DOC Travel Handbook.

At t achnent s

OEBAM OEAM SSut her | and\ 2- 16- 00
Prepared by: SKazi nmer\2-16-00
Subj ect/ Chr on/ Readi ng

Doc. Nane: st00-4



